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Bb Course Map

ROTC BLACKBOARD

Instructor's Guide to Blackboard
 

Course Map:

1. Click on the Course Map button in the left-hand frame of your Blackboard course. 

 

2. A new browser window will open that contains an outline of all the items located within 
your course. Click on the plus sign (+) to expand an item. 

 

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/course_map.htm (1 of 2) [7/21/2004 7:33:38 AM]



Bb Course Map

3. You can use this pop-up outline to navigate through your course. For example, when 
you click on the link Course Packet in the Course Map the contents of the folder Course 
Packet will be shown in the main Blackboard course window. 
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Creating a Survey in Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Creating a Survey: 

1. While in the Control Panel, click on Assessment Manager under the "Assessment" category. 

2. Click . 

3. Enter a name and description for the survey 

 

and then click Submit. 

4. Enter instructions for the survey 

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/creating_a_survey.htm (1 of 4) [7/21/2004 7:34:04 AM]



Creating a Survey in Bb

 

and then click Submit. 

5. Select the question type to add to the survey. In the example below, we chose to add a True/False Question 
to the survey. 

 

6. Click Submit to continue. 

7. Enter the question in the "Question Text" field. 

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/creating_a_survey.htm (2 of 4) [7/21/2004 7:34:04 AM]



Creating a Survey in Bb

 

8. Since surveys do not have correct or incorrect answers you do not need to designate a correct answer. 

 

9. Click  

10. Continue to add questions into your survey. When you are finished adding questions into the survey click 

on  

11. Your survey questions will be displayed. You can rearrange the order of the questions by selecting the 
display number in the pull-down menu next to each question. 

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/creating_a_survey.htm (3 of 4) [7/21/2004 7:34:04 AM]



Creating a Survey in Bb

 

12. After you have proofread the questions and answers, click on  

13. Click "Yes" next to the question "Make Assessment Available" to allow your students to access the 
survey. 

14. Click Submit to post the survey in your Blackboard course. 
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Bb Group Management
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Adding a Learning Unit to a Course in Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard

Virtual Classroom

Creating Mulitple Virtual 
Classrooms
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Bb Portal Logging In

ROTC BLACKBOARD

Instructor's Guide to Blackboard
 

Logging in: 

1. Go to http://rotc.blackboard.com to access the ROTC Blackboard Portal login page and click 
Login. 

 

2. Enter your UserName and password. If you do not know, have forgotten or just need to get a new 
UserName or password, please e-mail the ROTC Bb System Administrator. Click Login to enter 
the Blackboard Portal. 

http://www.rotc.monroe.army.mil/training/ed&futures...blackboard_instr_guide/htm/bb_portal-logging_in.htm (1 of 13) [7/21/2004 7:34:21 AM]
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Bb Portal Logging In

 

Accessing your Blackboard Courses: 

1. The "My Courses" module in the Blackboard Portal lists links to all of your Blackboard courses. 

 

2. Click on the link to access your Blackboard course. 

http://www.rotc.monroe.army.mil/training/ed&futures...blackboard_instr_guide/htm/bb_portal-logging_in.htm (2 of 13) [7/21/2004 7:34:21 AM]



Bb Portal Logging In

 

Choosing a Button Style: 

1. Click on the Control Panel button in the left-hand frame of your Blackboard course. 

2. Click on the Course Images link under the heading "Course Options". 

3. Click on Button Style to set the button style for your course. 

 

4. Highlight a button style in the list box to preview it. Once you have selected a button style, click 
on Submit to update your Blackboard course. 

http://www.rotc.monroe.army.mil/training/ed&futures...blackboard_instr_guide/htm/bb_portal-logging_in.htm (3 of 13) [7/21/2004 7:34:21 AM]



Bb Portal Logging In

 

5. Click OK after the confirmation message. 

 

Uploading a Banner: 

1. Go to the Control Panel and select Course Images under the heading "Course Options". 

2. Click on Course Banner to add a course banner that will appear on the Announcements page in 
your Blackboard course. 

http://www.rotc.monroe.army.mil/training/ed&futures...blackboard_instr_guide/htm/bb_portal-logging_in.htm (4 of 13) [7/21/2004 7:34:21 AM]



Bb Portal Logging In

 

3. Click on the Browse button and select the graphics file to upload from your computer. 

 

4. Click Submit to upload the banner to your Blackboard course. 

5. Click OK after the confirmation message. 

 

6. Click on the CourseID in the directory history to return to the course view of your Blackboard 
course. The directory history is one way to navigate between the course view and the Control 
Panel. 

http://www.rotc.monroe.army.mil/training/ed&futures...blackboard_instr_guide/htm/bb_portal-logging_in.htm (5 of 13) [7/21/2004 7:34:21 AM]



Bb Portal Logging In

 

7. Note how the banner is displayed within the course. 

 

Setting Area Availability: 

1. In the Control Panel, choose Course Settings under the heading "Course Options". 

2. Click on Area Availability to set the areas to be used in your Blackboard course. 

3. Click on the pull-down menu under "Areas" to choose the title for each button that appears in the 
left-hand frame of your Blackboard course. 

http://www.rotc.monroe.army.mil/training/ed&futures...blackboard_instr_guide/htm/bb_portal-logging_in.htm (6 of 13) [7/21/2004 7:34:21 AM]



Bb Portal Logging In

 

4. To enable a course area select the radio button under the heading "Enable". To disable a course 
area select the radio button under the heading "Disable". If you disable a course area, you will still 
be able to access the area through the Control Panel, however, your students will not be able to 
access the course area at all. 

http://www.rotc.monroe.army.mil/training/ed&futures...blackboard_instr_guide/htm/bb_portal-logging_in.htm (7 of 13) [7/21/2004 7:34:21 AM]



Bb Portal Logging In

 

5. To secure a course section, simply check the checkbox under the heading "Secure". Once you 
make a course area secure, only students enrolled in your Blackboard course will be able to access 
the secured sections. All other users who attempt to access the course section will receive the error 
"401: Access Denied". 

http://www.rotc.monroe.army.mil/training/ed&futures...blackboard_instr_guide/htm/bb_portal-logging_in.htm (8 of 13) [7/21/2004 7:34:21 AM]



Bb Portal Logging In

 

6. Scroll down to the bottom of the screen and click Submit to update your Blackboard course. 

7. Click OK after the confirmation message. 

http://www.rotc.monroe.army.mil/training/ed&futures...blackboard_instr_guide/htm/bb_portal-logging_in.htm (9 of 13) [7/21/2004 7:34:21 AM]



Bb Portal Logging In

Enabling/Disabling Communication Areas: 

1. In the Control Panel, choose Course Settings under the heading "Course Options". 

2. Click on Area Availability to select which communication areas will be available in your 
Blackboard course. 

3. Scroll down to the second section: "2: Enable/Disable Communication Areas". 

4. To allow student access to a communication area select the radio button under the heading 
"Enable". To disallow student access to a communication area select the radio button under the 
heading "Disable". If you disable a communication area, you will still be able to access the area 
through the Control Panel, however, your students will not be able to access the communication 
area at all. 

http://www.rotc.monroe.army.mil/training/ed&future...lackboard_instr_guide/htm/bb_portal-logging_in.htm (10 of 13) [7/21/2004 7:34:21 AM]



Bb Portal Logging In

 

5. Click Submit to update the communication areas in your Blackboard course. 

6. Click OK after the confirmation message. 

Enabling/Disabling Tools: 

1. In the Control Panel, choose Course Settings under the heading "Course Options". 

2. Click on Area Availability link to select which communication areas will be available in your 
Blackboard course. 

3. Scroll down to the third section: "3: Enable/Disable Tools". 

4. To enable a tool select the radio button under the heading "Enable". To disable a tool select the 
radio button under the heading "Disable". If you disable a tool, you will still be able to access the 

http://www.rotc.monroe.army.mil/training/ed&future...lackboard_instr_guide/htm/bb_portal-logging_in.htm (11 of 13) [7/21/2004 7:34:21 AM]



Bb Portal Logging In

area through the Control Panel, however, your students will not be able to access the tool at all. 

 

5. Click Submit to update the tools in your Blackboard course. 

6. Click OK after the confirmation message. 

http://www.rotc.monroe.army.mil/training/ed&future...lackboard_instr_guide/htm/bb_portal-logging_in.htm (12 of 13) [7/21/2004 7:34:21 AM]



Bb Portal Logging In
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Bb Courses Tap

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Blackboard Portal: 

Logging In: 

1. Go to ROTC Blackboard to access the ROTC Bb Portal login page and click on the "Login" button . 

 

2. Enter your UserName and your password. Click Login to enter the Bb Portal. 
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Blackboard Portal Overview: 

1. The Bb Portal provides centralized access to your Bb courses and Bb's on line documentation. 

 

My ROTC: 

1. Click on My ROTC tab to view information relating to your Blackboard courses. 
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2. The My ROTC tab of the Blackboard portal consolidates announcements, calendar and task information 
for all of your Blackboard courses. You can access all of your Blackboard courses via the links provided in 
the "My Courses" module. 

 

My Courses: 

1. The "My Courses" module in the Blackboard Portal lists links to all of your Blackboard courses. 
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2. Click on the link to access your Blackboard course. 

 

My Announcements: 

1. The "My Announcements" module in the Blackboard Portal lists announcements for all of your Blackboard 
courses. 

 

2. The default setting in your Blackboard Portal is to list the current day's announcements only. You can 
customize this setting by clicking on the pencil icon in the upper right-hand corner of the "My 
Announcements" module. 
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3. Choose the desired duration time that you would like for announcements to appear in the "My 
Annoucements" module in your Blackboard Portal and then click Submit to save the changes. 

 

My Calendar: 

1. The "My Calendar" module in the Blackboard Portal lists calendar events for all of your Blackboard 
courses. 

 

2. The default setting in your Blackboard Portal is to list the current day's calendar events only. You can 
customize this setting by clicking on the pencil icon in the upper right-hand corner of the "My Calendar" 
module. 
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3. Choose the desired duration time that you would like for calendar events to appear in the "My Calendar" 
module in your Blackboard Portal and then click Submit to save the changes. 

 

4. To add an event to your calendar click on the more... link at the bottom of the "My Calendar" module. 

 

5. Click on Add Event to add an item into your personal calendar. 
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4. Enter a title and a brief description for the caledar event. 

 

5. Select the event's date and time in the pull-down menus. 
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6. Scroll down and click Submit to add the event to your personal calendar. 

 

My Tasks: 

1. The "My Tasks" module in the Blackboard Portal lists reminders of course tasks as well as personal events 
& projects. 

 

2. The default setting in your Blackboard portal is to list the current day's tasks only. You can customize this 
setting by clicking on the pencil icon in the upper right-hand corner of the "My Tasks" module. 
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3. Choose the desired duration time that you would like for tasks to appear in the "My Tasks" module and 
then click Submit to save the changes. 

 

4. To add a personal project to your task list click on the more... link at the bottom of the "My Tasks" 
module. 

 

5. Click on Add Task. 
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6. Enter a title, description and due date for the task. 

 

  

7. Assign a priority and status for the task. 
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8. Scroll to the bottom of the screen and click Submit to save the task. 

9. Click OK after the confirmation message. 

 

Courses Tab: 

1. Click on the Courses tab to view the Blackboard course catalog. 

 

2. The Courses section of the Blackboard portal contains a listing of your courses under the heading "Course 
List". The "Course Catalog" organizes all of the Blackboard courses by college. 
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Services Tab: 

1. Click on the Services tab to view Institution Services. 

 

Academic Web Resources Tab: 

1. Click on the Academic Web Resources tab to view the Blackboard Resource Center for the Instructor and 
Student. 
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Branch Site Tab

1. Click on the Branch Site tab for a preview of the different branches in the Army. 
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Adding a Learning Unit in Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Content Editors: 

Adding Announcements: 

1. Click the Control Panel link in the directory history at the top of the screen to return to the Control 
Panel. 

 

2. Click the Announcements link under the heading "Content Areas" and then click . 

 

3. Type the content of your announcement in the box under "Announcement Information". You can 
use html tags in your announcement if you check the option "html". 

 

4. Click on the Submit button at the bottom of the page to post the announcement in your course. 
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5. You will receive a notice confirming the addition of the announcement to your course. 

 

6. Return to the course view of your course by clicking on the CourseID in the directory history at the 
top of the screen. 

 

7. Observe where your announcement is posted and how the html tags are interpreted by the browser. 

 

Adding Course Documents: 

1. In the Control Panel, select Course Information under the "Content Areas" section. 
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2. Click  and then click on the down arrow beside "Name" to see options for 
labeling your document. Select "Syllabus" as the item name. 

 

3. Scroll down to "Content Attachments" and click the Browse button to upload the file. If you would 
like to specify the name of the link, enter it in the text box next to "Name of Link to File". If you leave 
this box blank, the default link name will be the file name. 

 

4. Now go to your computer, find and select and select "MSL101_RFC.doc" 
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5. Scroll down and select Submit to post your Instructor Lesson Plan into your course. 

6. Click on the CourseID in the directory history at the top of the screen to return to the course view of 
your course: 

 

7. Click on the CourseInformation button in the left-hand frame. Note how the document is 
displayed. Open the document by clicking on the link below the item name "Instructor Lesson Plan". 

 

Creating a Folder Hierarchy: 
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1. Return to the Control Panel and select Course Documents under the "Content Areas" section. 

2. To create a folder within the "Course Documents" section click  

3. Under "Folder Information" select "Course Packet" as the folder name 

 

4. One of the options when uploading items into Blackboard is setting the visibility of items. If you 
would like your students to access the information immediately, choose "Yes" next to the question 
"Do you want to make folder visible?" If you choose "No", you will be able to access the item in the 
Control Panel, but your students will not be able to view the item from the course view. 

Choose "Yes" to make the"Course Packet" folder visibile to students: 

 

5. Click Submit to create the "Course Packet" folder. 

6. Click OK after the confirmation message. 

7. Note that the current folder location is still "Course Documents. To upload documents into the 
"Course Packet" folder you must be inside that folder. Enter the folder by clicking on the "Course 
Packet" link. 
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8. You are now inside the "Course Packet" folder. Note that the folder is empty. 

 

9. Click  and upload 3 documents into the folder, such as 
MSL101_instrNotes.doc, MSL101_StudentNote.doc, and PowerPoint Presentation.ppt. 

 

10. Once you have uploaded the 3 documents, click on the CourseID in the directory history to return 
to the course view. 
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11. Click on the Course Documents button in the left hand frame. 

12. Go into the "Course Packet" folder. 

 

13. The three files that you uploaded into the folder "Course Packet" will be listed. Click one of the 
links to view the file in Blackboard. 

 

Adding a Learning Unit: 

1. Return to the Control Panel and select Course Documents under the "Content Areas" section. 

2. Click on  

3. Enter the name for the learning unit under "Learning Unit Information". 
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4. If you would like the student to view the learning unit pages in order, choose "Yes" next to the 
option "Do you want to enforce sequential viewing of the learning unit?". 

 

5. Click Submit to continue uploading the learning unit. 

6. Click OK after the confirmation message. 

 

7. Click on the learning unit link to enter it. 
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8. Click  

9. Enter a title for the first page of the learning unit in the text box next to "Name". Click the Browse 
button and choose the first file to upload from your computer. 

 

  

10. Click Submit to upload the file into the learning unit. 

11. Click OK after the confirmation message. 

 

2. Click  to upload the second file to the learning unit. 

13. Enter a title for the second page of the learning unit in the text box next to "Name". Click the 
Browse button and choose the second file to upload from your computer. 
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14. Click Submit to upload the file into the learning unit. 

15. Click OK after the confirmation message. 

 

16. Follow steps 12-15 to continue adding files into your learning unit. 

17. When you have uploaded all files into the learning unit, click on your CourseID in the directory 
path at the top of the screen to return to the student view of your Blackboard course. 

 

18. Click on the Course Documents button in the left-hand column. 

19. Click on the learning unit to enter it. 
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20. Note how the learning unit is displayed in the Blackboard course. Click on the arrows to traverse 
through the pages. 

 

Using the Timed Release Content Option: 

Instructors can implement the timed release content feature when uploading announcements, course 
documents, learning units and assessments. 
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1. The timed release feature is listed under the"Options" section when you upload information into 
your Blackboard course. The example below shows the timed release content option for an 
announcement: 

 

2. Check the boxes next to "Display After" and "Display Until" to use the timed release content 
feature. 

 

3. Choose the date and time that the item will be first available to students in the pull-down menu 
underneath the heading "Display After". 
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4. Choose the date and time that the item will be unavailable to students in the pull-down menu 
underneath the heading "Display Until". 

 

5. Click Submit to post the item. 

6. Now this item will only be available to students between the dates and times you specified. You 
will still be able to access the item at any time through the Control Panel. 

Adding External Links: 
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1. Go to the Control Panel and select External Links under the heading "Content Areas". 

2. Click on  to add an external link to your Blackboard course. Type in the title 
of your link, the url and, if necessary, a brief description. 

 

3. Click Submit to add the external link. 

4. Return to the course view: 

 

5. Click on the External Links button in the left-hand frame. Your links will be displayed in the right-
hand frame: 

 

6. Open your link to view how it is displayed in Blackboard. 
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Using MS Word 2000 to Create HTML for Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Content Area Tips: 

NOTE:These instructions can also be used to create htm code to paste into 
Announcements or any other text area in Blackboard. See the alternate instructions at the 
bottom of the page.

Using Microsoft Word 97 or 98 to Create htm and Symbols: 

1.Open Microsoft Word 

2.Create the document (or open an existing one) in Word with the formatting, images, and 
symbols you want displayed

3.Select (from the top menu) File->Save As Web Page (this may also be SaveAs htm). 
This will save the file in a format that is readable on the web in Blackboard

4.Save your document to the Desktop (or anywhere you prefer). Notice how the name will 
now have .htm after it instead of .doc
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5.In Blackboard, (from the Control Panel) click on a Content Area (e.g. Course 
Documents)

6.Click on the Add item button

Go to the alternate instructions at this point if you want to add the htm code into an 
Announcement or other text area in Blackboard

7.Enter a name for the document and then scroll down and click on Browse...

8.Select the html file from the browser window and click on Open. Make sure you click 
on the .htm or .html file, not the .doc file

9.Click on the Submit button at the bottom

10.Click on the OK button to confirm the upload
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11.Click on the file name link beneath your new document title

12.Notice how your new docmument looks just like it does in MS Word including colors, 
images, special characters, and formatting

Using Microsoft Word 2001 (MAC) to Create htm and Symbols: 

1.Open Microsoft Word 

2.Create the document (or open an existing one) in MS Word with the formatting, images, 
and symbols you want displayed

3.Select (from the top menu) File->Save As Web Page. This will save the file in a format 
that is readable on the web in Blackboard

4.Select the option Save only display information into htm at the bottom of the save 
window. Make sure that the other option Save entire file in htm is not selected

5.Save your document to the Desktop (or anywhere you prefer) by clicking Save. Notice 
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how the name will now have .htm after it instead of .doc

6.In Blackboard, (from the Control Panel) click on a Content Area (e.g. Course 
Documents)

7.Click on the Add item button

Go to the alternate instructions at this point if you want to add the htm code into an 
Announcement or other text area in Blackboard

8.Enter a name for the document and then scroll down and click on Browse...

9.Select the htm file from the Browse... window and click on Open. Make sure you click 
on the .htm or .htm file, not the .doc file

10.Click on the Submit button at the bottom
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11.Click on the OK button to confirm the upload

12.Click on the file name link beneath your new document title

13.Notice how your new docmument looks just like it does in MS Word including colors, 
images, special characters, and formatting

Using Microsoft Word 2000 (PC) to Create html and Symbols: 

IMPORTANT!: Before you follow the steps below you must have downloaded and 
installed this patch (click here to download and run) from Microsoft. It fixes a bug in 
Word which causes the htm that it generates to not be compatible with Blackboard. 

1.Open Microsoft Word 

2.Create the document (or open an existing one) in Word with the formatting, images, and 
symbols you want displayed

3.Save the document that you created or opened as a Word document

4.Select (from the top menu) File->Export To->Compact htm. This will save the file in 
a format that is readable on the web in Blackboard

5.Save your document to the Desktop (or anywhere you prefer) by clicking Save and then 
OK. Notice how the name will now have .htm after it instead of .doc

6.In Blackboard, (from the Control Panel) click on a Content Area (e.g. Course 
Documents)
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7.Click on the Add item button

Go to the alternate instructions at this point if you want to add the htm code into an 
Announcement or other text area in Blackboard

8.Enter a name for the document and then scroll down and click on Browse...

9.Select the htm file from the Browse... window and click on Open. Make sure you click 
on the .htm or .htm file, not the .doc file

10.Click on the Submit button at the bottom

11.Click on the OK button to confirm the upload

12.Click on the file name link beneath your new document title

13.Notice how your new docmument looks just like it does in MS Word including colors, 
images, special characters, and formatting
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Alternate Instructions for Adding htm to a Text Area: 

NOTE: These instructions are carried over from the steps above and users should not 
start here unless they have completed the preceding steps above 

1.Enter a name for the item you are adding in Blackboard

2.Open the new htm document you created using Notepad or SimpleText

3.Select All the text in the document and Copy it (Edit->Copy)

4.Go back to your Web Browser with Blackboard open and Paste the text into the Text: 
field (Edit->Paste)
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5.Select the option below the Text: box for htm (the default is Smart Text)

6.Click on the Submit button at the bottom

7.Click on the OK button to confirm the upload

8.Click on the file name link beneath your new document title
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9.Notice how your new docmument looks just like it does in MS Word including colors, 
images, special characters, and formatting.
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Making a Course Accessible to Students in Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard

Course Management

Making a Course Accessible to Students: 

By default, your Blackboard course is not accessible to students. This allows you to develop your course 
without students accessing it in the development process. You must change the course availability when 
you want students to be able to access your course. 

1. While in the Control Panel, click on Course Settings under the heading "Course Options". 

2. Click on Course Availability. 

3. Select "Yes" next to the question "Make Course Available". Click Submit to save the changes. 

 

4. Your students will now be able to access your course the next time they login to the Blackboard portal. 
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Student Enrollment: 

Give your students the following enrollment instructions: 

1. Go to the ROTC Blackboard Portal at http://rotc.blackboard.com 

2. Click on Login. 

 

3. Enter your UserName and Password. Click Login to enter the Blackboard Portal. 

4. Click on the Courses tab to view the listing of Blackboard courses. 

 

5. Click on the appropriate college heading to locate the course to enroll in. 
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6. Click on the Enroll button to start the self-enrollment process. 

 

7. Click Submit to enroll in the Blackboard course. 

http://www.rotc.monroe.army.mil/training/ed&future...ide/htm/making_a_course_accessible_to_students.htm (3 of 5) [7/21/2004 7:35:27 AM]



Making a Course Accessible to Students in Bb

 

8. Click OK after the confirmation message to access the Blackboard course. 

 

Requesting a New Blackboard Course: 

If you would like a development Blackboard course created for you, please email ROTC Blackboard 
System Administrator with the following information: Course name, School, and your Bb Username. The 
administrator will create the course for you and will send you an email confirming the course creation. 
You will then be able to access your new course immediately. 

Reusing a Previous Blackboard Course: 

If you would like to reuse the contents of a Blackboard course that you have used in a previous semester, 
please email ROTC Blackboard System Administrator and request that the contents of the original course 
be copied into a new CourseID for the upcoming semester. 

Please include the following information in your email: Your UserName and the CourseID of theoriginal 
course 
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The Blackboard administrator will copy the contents of the original course into a new Blackboard course 
for you and will send you an email confirming the course creation. You will then be able to access your 
new course immediately. 

 

DOLD | Edu & Futures Div | Current Ops Div | SOCC | CDT Command

Email the DOLD WebMaster

This page was last updated on February 13, 2004 

http://www.rotc.monroe.army.mil/training/ed&future...ide/htm/making_a_course_accessible_to_students.htm (5 of 5) [7/21/2004 7:35:27 AM]

http://www.rotc.monroe.army.mil/training/index.htm
http://www.rotc.monroe.army.mil/training/ed&future_div.htm
http://www.rotc.monroe.army.mil/training/currentops_div.htm
http://www.rotc.monroe.army.mil/training/socc.htm
http://www.rotc.monroe.army.mil/
mailto:tabara@monroe.army.mil


Viewing Your Students Enrollment List in Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Creating a New Account.

1. Go to the Control Panel in your Blackboard course. 

2. Click on Add Users under the heading "User Management". 

3. Click on Create User. 

4. Complete the required blocks (The fields marked with *).

5. If you are adding a student, after completing all the required blocks click on Summit .Your student now 
has a ROTC Bb account and is enrolled in your course. Do not call the Bb Sys Admin to request to have 
your student(s) added to your course(s). That is your responsibility.

6. If you are adding a fellow instructor, select the appropriate user level in step 4 - Role and Availability 
prior to clicking on Summit. Your fellow instructor has now a Bb account and is added to your course with 
the user's rights you assigned him/her. Email the Bb Sys Admin to request further addition to other courses 
required by Cadet Command.

Viewing your Student Enrollment List:

1. Go to the Control Panel for your Blackboard course. 

2. Click on List/Modify Users under the heading "User Management". 

3. Click on List All tab to view all students. 
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4. After the warning message, click on the List All button to view all students. 

 

5. All students enrolled in your Blackboard course will be listed. 

NOTE: Any student (or cadre) with an X next to their name are disabled from your Blackboard course so 
they no longer have access to your course. Although disabled students are listed in the "List/Modify User" 
section of Blackboard, they will not be listed in the online gradebook. 

 

Enrollment Options: 

1. Go to the Control Panel for your Blackboard course. 

2. Click on Course Settings under the heading "Course Options". 

3. Click on Enrollment Options. 
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4. There are 2 choices for student manual enrollment options. 

If you choose the enrollment option "E-mail instructors when students request enrollment", Blackboard will 
send you all enrollment requests through email. It is then your decision if you want to enroll that student. 
This option is best if you prefer to monitor who enrolls in your Blackboard course. 

 

If you decide to use this option, please see the "Enrolling an Individual Student" section for further 
instructions. 

The other option is to allow student self-enrollment. This will allow any student to enroll in your ROTC 
Blackboard course during the dates specified. You can also restrict manual enrollment by requiring students 
to enter an access code before they can enroll in the course. For example, you can announce this access code 
on the first day of class so only students in attendance will be able to enroll in your Blackboard course.
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If you decide to use this option, please see the "Student Enrollment Instructions" section for further 
instructions. 

Enrolling an Individual Student: 

1. Go to the Control Panel for your Blackboard course. 

2. Click on Add Users under the heading "User Management". 

3. Click on Enroll Existing User. 

4. Select "User Name" as the "Search By" criteria, enter the student's UserName and then click Search. 

 

5. Check the box next to the student's name and then click Submit to enroll them in your Blackboard 
course. 
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6. The student is now enrolled in your Blackboard course.

 

Student Enrollment Instructions: 

After you've enabled self-enrollment in your Blackboard course, give your students the following 
enrollment instructions. See the section "Enrollment Options" for more information. 

1. Go to the ROTC Blackboard Portal at http://rotc.blackboard.com 

2. Click on Login. 
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3. Enter your UserName and password. If you do not know your UserName or passwor, please contact the 
ROTC Blackboard System Administrator. Click Login to enter the Blackboard Portal. 

4. Click on the Courses tab to view the listing of your ROTC Blackboard courses. 

 

5. Click on the appropriate catalog to locate the course to enroll in. 
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6. Click on the Enroll button to start the self-enrollment process. 

 

7. Click Submit to enroll in the Blackboard course.
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8. Click OK after the confirmation message to access the Blackboard course. 

 

Removing Individual Students: 

1. Go to the Control Panel for your Blackboard course. 

2. Click on Remove Users under the heading "User Management". 

3. Select "User Name" as the "Search By" criteria, enter the student's UserName, and then click Search. 
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4. Check the box next to the student's name, enter "Yes" in the textbox next to the question "Please type the 
word Yes", and then click Submit to remove the student from your Blackboard course. 

 

Please note that you can remove a student from your class but you cannot delete his/her name from the 
Blackboard database. Only the system administrator has that right. 

 

5. The student is now removed from your Blackboard course. Please note that this removal only affects the 
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Blackboard course and does not remove the student from the ROTC Blackboard database. 

 

Changing a Student's Role/Availability: 

The user roles in Blackboard define what a user is allowed to do in a course. Please note that if you change a 
Student user to a Teachers Assistant in a course, that change is only in effective for that one course. User 
Roles are defined on a course by course basis.

Instructor Role:

The instructor has full access to all parts of the course. 

Teachers Assistant

The Teachers Assistant has full access to all parts of the course. 

Course Builder

The Course Builder has access to all parts of the course except those listed below: 

■     Cannot Remove Users

■     Cannot Manage User Groups

■     Cannot Access the Virtual Classrooms

■     Cannot Send Email through Blackboard

■     Cannot Access any items in the "Assessment" area in the Control Panel (eg, 
gradebook)

Grader
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The Grader can only access the parts of the course listed below: 

■     All items in the "Asessment" area in the Control Panel (eg, gradebook)

Student

The Student does not have access to the Control Panel. They can only access areas of the 
course through the area buttons on the main page (Announcements, Course Information, 
etc...). Students cannot edit any parts of a course.

1. Go to the Control Panel for your Blackboard course. 

2. Click on List/Modify Users under the heading "User Management". 

3. Click on List All tab to view all students. 

 

4. After the warning message, click on the List All button to view all students. 

 

5. All students enrolled in your Blackboard course will be listed. Click on the Properties button to view the 
student's account information. 
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6. Choose the user's role in your Blackboard course by selecting the radio button in front of the desired role. 
Select the user's availability in the course in the pull-down menu. An "available" user can be seen by other 
users in the course. An "unavailable" user is only seen by the instructor. Click Submit to save the changes. 

 

Allowing Guest Access: 

Sometimes it is necessary to allow access to your Blackboard courses to individuals who do not have a 
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ROTC Bb UserName, such as a guest. If you enable guest access in your Blackboard course, users without a 
ROTC Bb UserName will be able to login to your course using the following account information: 

username: guest 

password: guest 

Please note that users who login as "guest" will not be able to access any secured sections in your 
Blackboard course, such as the Student Tools and Communication sections. 

1. Go to the Control Panel for your ROTC Blackboard course. 

2. Click on Course Settings under the heading "Course Options". 

3. Click on Guest Access. 

4. Click "Yes" next to the question "Allow Guests?" and then click Submit to save the changes. 

 

5. Your course has been updated to allows guest access. 
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Creating a Quiz in Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Creating a Quiz: 

1. Go to the Control Panel and select Assessment Manager under "Assessment". 

2. Click . 

3. On the screen that follows, title the quiz and provide a brief description 

 

and then click Submit. 

4. Now enter the instructions for the quiz 
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and then click Submit. 

Editing a Multiple Choice Question: 

1. You should now be on the main page for editing a quiz. You can select from a variety of question types. 
Select "Multiple Choice" as the question type 

 

and then click Submit. 

2. Enter the question in the "Question Text" field. 
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3. Type in answers in the "Answer Values" boxes and choose the correct answer with the radio buttons. You 
may select "Remove" at the end of each row for fewer than the default amount of 4 answers. You may select 
the number of possible answers in the pull-down menu. 

 

4. Under "Options" enter responses for correct and incorrect answers. 
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5. Click  to continue or select if you are finished adding questions. If you 
select "Preview", go to Previewing a Quiz for further instructions. 

Editing a True/False Question: 

1. Choose "True/False" as the question type 

 

and then click Submit. 

2. Enter the question in the "Question Text" field. 
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3. Choose either "True" or "False" as the correct answer. 

4. Click to continue or select if you are finished adding questions. If you 
select "Preview", go to Previewing a Quiz for further instructions. 

Editing a Short Answer/Essay Question: 

1. Choose "Short Answer/Essay" as the question type 

 

and then click Submit. 

2. Enter the essay question in the "Question Text" field. 
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3. Enter an example of a correct answer to be viewed by teaching assistants and instructors when grading the 
question. Please note that Short Answer/Essay questions are not automatically graded by Blackboard. If you 
include this type of question in your assessment, you must grade these questions manually. All other 
questions in the assessment will be graded automatically. 

 

4. Click to continue or select if you are finished adding questions. If you 
select "Preview", go to Previewing a Quiz for further instructions. 

Editing a Fill in the Blank Question: 

1. Choose "Fill in the Blank" as the question type 
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and then click Submit. 

2. Enter the question in the "Question Text" field. Use underscores to create the blank part of the question 

.  

3. Choose the number of variants of the correct response in the pull-down menu and then enter the possible 
answers in the "Answer Values" text boxes. 

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/creating_a_quiz.htm (7 of 29) [7/21/2004 7:35:57 AM]



Creating a Quiz in Bb

 

4. Click to continue or select if you are finished adding questions. If you 
select "Preview", go to Previewing a Quiz for further instructions. 

Editing a Matching Question: 

1. Choose "Matching" as the question type 

 

and then click Submit. 

2. Enter instructions for the matching question. 
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3. Enter the first list of matching items. Note that you can select the number of items in the pull-down menu. 

 

4. Enter the second list of matching items: 
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and then click  

5. Match the question and answer items: 

 

6. Click to continue or select if you are finished adding questions. If you 
select "Preview", go to Previewing a Quiz for further instructions. 

Editing a Multiple Answer Question: 

1. Choose "Multiple Answer" as the question type 
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and then click Submit. 

2. Enter the question in the "Question Text" field. 

 

3. Choose the number of possible answer choices in the "Number of Answers" pull-down menu. Enter the 
answers in the "Answer Values" text boxes. Designate the correct responses by selecting the check box next 
to the appropriate answers. 
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4. Click to continue or select if you are finished adding questions. If you 
select "Preview", go to Previewing a Quiz for further instructions. 

Editing an Ordering Question: 

1. Choose "Ordering" as the question type 
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and then click Submit. 

2. Enter the question in the "Question Text" field. 

 

3. Enter the answers in the correct order: 

 

4. Click  

5. Change the display order by selecting the order in the pull-down menus next to each item. 
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6. Click  to continue or select if you are finished adding questions. If you 
select "Preview", go Previewing a Quiz for further instructions. 

Including Images in a Question: 

1. You may include images in any question type. In this example, we'll use Multiple Choice so select 
"Multiple Choice" as the question type. 

 

and then click Submit. 
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2. Enter the questions text and then click on the Advanced button. 

 

3. Click on Add Image/File to add a picture to the question text. 

 

4. Click on Browse to upload the image file. 
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5. Choose the file and then click Open. 

 

6. Choose Display on Page in the pull-down menu 

 

and then click Submit. 

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/creating_a_quiz.htm (16 of 29) [7/21/2004 7:35:57 AM]



Creating a Quiz in Bb

7. The image is now associated with the question text. 

 

8. Scroll down to section "2: Answers". Click on "Add Image/File" to add an image to an answer. 
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9. Click on Browse to upload the image file. 

 

10. Choose the file and then click Open. 
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11. Choose Display on Page in the pull-down menu 

 

and then click Submit. 

12. The image is now associated with the answer. 
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13. Repeat steps 8-11 for all answer items and then click  to continue or select 

if you are finished adding questions. If you select "Preview", go to Previewing a Quiz for 
further instructions. 

Including Links in a Question: 

1. You may include links in any question type. In this example, we'll use a multiple choice question so select 
"Multiple Choice" as the question type. 

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/creating_a_quiz.htm (20 of 29) [7/21/2004 7:35:57 AM]



Creating a Quiz in Bb

 

and then click Submit. 

2. Enter the questions text and then click on the Advanced button. 

 

3. Enter the link name and the link URL. 

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/creating_a_quiz.htm (21 of 29) [7/21/2004 7:35:57 AM]



Creating a Quiz in Bb

 

4. Scroll down to section "2: Answers" and enter the possible answer values: 
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5. Click to continue or select if you are finished adding questions. If you 
select "Preview", go Previewing a Quiz for further instructions. 

Previewing a Quiz: 

1. After you select the quiz information will be displayed. Be sure to enter point values for each 
question. 

 

2. If you wish, you can modify the order of the questions by pulling down on the number besides each 
question. 

 

3. Check over your quiz for mistakes. Click on the "Modify" button to return to the question editor to change 
any questions or answers. 
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Making a Quiz Available: 

1. When you are finished editing your quiz, click at the bottom of the screen. 
Please note that if you "Save and Make Available" and then later you make the same assessment unavailable, 
you will lose all of the students' scores for that assessment. 

2. Click "Yes" next to the question "Make Assessment Available?". Designate if you would like an 
announcement alerting students of this assessment. Also, choose the folder where you would like a link to the 
quiz displayed. If you would like to use the timed release content option, please see Using the Timed Release 
Content Feature for more information. 

 

3. Under Options, check the boxes next to "Show Detailed Result?" and "Timed Quiz". Choose the time 
length for the quiz from the pull-down menus.. You may also enter a password for the quiz, but please note 
that no spaces are allowed in the password. 
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4. Click Submit to add the online assessment to your Blackboard course. 

5. Click on your CourseID in the directory history at the top of the screen to return to the course view. 

 

6. Notice that a link to your quiz is listed in the "Announcements" section. Click on the link to view the quiz. 
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Altering the Dates that an Assessment is Available to Students: 

If you specified specific dates to display a quiz when you made the quiz available as in the example below, 
you can alter these dates by changing the display date for the generated announcement and the quiz link. 

 

1. First, change the display dates for the generated announcement. Go to the Control Panel for your 
Blackboard course. 

2. Click on Announcements under the heading "Content Areas" 

3. Click on the Modify button next to the annoucement. 
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4. Scroll down to "2: Options". Modify the display dates for the announcement that allows students to access 
the quiz. In the example below, the students will have an extra 2 hours to access the quiz since the 
annoucement will now be available until 7PM instead of 5PM. 

 

5. Click Submit to save the changes to the announcement. 

6. Click OK after the confirmation message. 
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7. Next, cha nge the display 
dates for the quiz link. Return to the Control Panel for your Blackboard course. 

8. Click on the appropriate Content Area. In the example above, we placed the quiz link in "Assignments" so 
we need to click on the Assignments section to modify the quiz link. 

9. Click on the Modify button next to the quiz link. 

  

10. Scroll down to "3: Options". Modify the display dates for the quiz link that allows students to access the 
quiz. In the example, below the students will have an extra 2 hours to access the quiz since the annoucement 
will now be available until 7PM instead of 5PM. 

 

11. Click Submit to save the changes. 

12. Click OK after the confirmation message. Note that the display time for the quiz link has been extended 
from the original cut-off time of 5PM (17:00) to 7PM (19:00) 
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Viewing an Online Grade Book in Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Viewing the Online Gradebook: 

1. In the Control Panel, click on Online Gradebook under "Assessment". 

2. Click Spreadsheet View to view a listing of the students' grades. 

3. This is a sample view of a Blackboard gradebook. Note that the students' names are listed in the left-hand column and 
their grades appear below each assignment name. In this example, the student "FirstName1 LastName1" received a 91.7 
out of 92.2 on "Midterm Exam" and a 60 out of 81.5 on "Quiz #2". Please note the legend at the bottom of the 
spreadsheet view which explains the meaning of the special characters in the online gradebook. 

 

Adding Items to the Online Gradebook: 

1. In the spreadsheet view of the online gradebok, click  to add an assignment to the gradebook. 

2. Name the entry, choose the appropriate entry type from the pull-down list, assign the maximum points, and then click 
Submit. 
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3. After the confirmation message click OK to return to the spreadsheet view. 

 

4. The item addition will be reflected in the spreadsheet view. Please note that the gradebook items will not display if 
you do not have any students in your course. 
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Reordering Items in the Online Gradebook: 

1. In the spreadsheet view of the online gradebook, click on Change Item Order. Please note that students must be 
enrolled in your course in order for you to use the spreadsheet view of the online gradebook. 

 

2. Select the order of the items in the pull-down menus and then click Submit to save the changes. 
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3. Click OK after the confirmation message to return to the spreadsheet view. 

 

4. Note how the gradebook item order has changed. 
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Adding Grades to the Online Gradebook: 

1. Click on the assignment's name to enter a list of student grades. Please note that students must be enrolled in your 
course in order for you to use the spreadsheet view of the online gradebook. 

 

2. Type in the student's score in the textbox next to their name. 
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3. Click Submit to save the changes to the online gradebook. 

4. After the confirmation message click OK to return to the spreadsheet view. 

5. The new student grades will now appear in the spreadsheet view. 

 

Weighting Grades in the Online Gradebook: 

1. In the spreadsheet view, click on Weight Grades. Please note that students must be enrolled in your course in order 
for you to use the spreadsheet view of the online gradebook. 
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2. Enter the weight for each item and then click Submit. 

 

3. Click OK after the confirmation message to return to the spreadsheet view. 
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4. Note that the spreadsheet view now contains a new column "Total Weighted Points" which contains the student's 
overall percentage score. 

 

Viewing Survey Results: 

1. In the Online Gradebook option screen, click on Report by Item. 

2. Enter the survey's name and then click Search. 
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3. Click on Grades to view the survey information. 

 

4. Students who have taken the survey will have a check next to their name. Since surveys are not graded the student 
does not receive a score. 

 

5. Click on the Detailed Analysis link to view a listing of the student responses. 

http://www.rotc.monroe.army.mil/training/ed&future...rd_instr_guide/htm/viewing_an_online_gradebook.htm (9 of 25) [7/21/2004 7:36:21 AM]



Viewing an Online Grade Book in Bb

 

6. The percentage of student responses appears next to each question. In the example below, both survey takers 
responded "False" to the statement "This course was a required course in my major field". Since surveys are anonymous, 
students' names are not associated with their answers. 

 

7. Click OK to return to the survey report. 

8. Click on Online Gradebook in the navigation bar at the top of the screen to return to the online gradebook option 
screen. 

 

Handling Exclamation Points in the Online Gradebook: 

1. In the Online Gradebook option screen, click on Spreadsheet View. 
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2. Red exclamation points alert the instructor that a particular assessment attempt requires attention. Red exclamation 
points appear in place of a student's assessment score for one of the following reasons: 

· The assessment contained a short answer/essay item that must be graded manually by the instructor. In this case, the 
instructor can view the attempt and assign points for the short/answer essay question. Please see Updating Short 
Answer/Essay Grades for more information. 

· The student exceeded the assessment time limit. In this case, the instructor can view the attempt and the extra time the 
student used. The instructor can either allow the attempt or assign a score of zero for exceeding the time limit. Please see 
Updating Assessment Attempts that Exceeded the Time Limit for more information. 

· The student was unable to submit the assessment due to a browser or network failure. In this case, the instructor can 
reset the attempt to allow the student to retake the assessment. Please see Clearing an Assessment Attempt for more 
information. 

Updating Short Answer/Essay Grades: 

1. Once in the spreadsheet view, click on the exclamation point to view the assessment attempt. 
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2. The short answer/essay question will be flagged by the  icon. 

3. View the student's response and assign the appropriate point amount. Notice that the grading suggestions that you 
entered during the assessment creation process appear under the student's answer to aid grading. 

 

4. Click Submit to update the student's score. 

5. Click OK after the confirmation screen to return to the spreadsheet view of the online gradebook. 
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6. Note that the student now has a grade for the assessment instead of an "!". The student will see this updated score the 
next time they check their grades. 

 

Updating Assessment Attempts that Exceeded the Time Limit: 

1. In the spreadsheet view, click on the exclamation point to view the assessment attempt. 
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2. In the example below, the student exceeded the five minute time limit by one minute and 30 seconds. 

 

3. At this time all of the questions have been automatically graded by Blackboard. It is the instructor's decision whether 
to allow the student's attempt or not. If you decide to allow the attempt, simply click on the Submit button at the bottom 
of the screen. This will update the student's score. 

 

4. If you decide not to allow the student's attempt, you may assign a zero for the attempt by manually entering a zero as 
the score for each question. 
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Click on the Submit button at the bottom of the screen to update the student's score to a zero. 

5. Click OK after the confirmation screen to return to the spreadsheet view of the online gradebook. 

 

6. The student's updated score will replace the exclamation point in the online gradebook. 
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Clearing Assessment Attempts: 

1. In the spreadsheet view of the online gradebook, click on the exclamation point to view the assessment attempt. 

 

2. If the student was unable to submit the quiz, the following notice regarding incomplete attempts will appear at the top 
of the quiz results. 
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3. At this time it is the instructor's decision whether to allow the student to retake the assessment. If you decide to allow 

the student to retake the quiz, simply click on the  button at the top of the screen. This will delete the 
students first attempt and allow the student to retake the assessment. 

4. If you decide to not let the student retake the quiz, you must manually enter a score of zero for each question. 

 

5. Click Submit at the bottom of the screen to update the student's assessment. 

6. Click OK after the confirmation screen to return to the spreadsheet view of the online gradebook. 

7. If you chose to clear the assessments attempt, a small blue "-" will appear in place of the exclamation point in the 
spreadsheet view of the online gradebook. This signifies that the student has not yet retaken the assessment. 
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8. If you chose to mark the assessment as a zero, this grade will appear in the spreadsheet view of the online gradebook. 
The student will be able to view this grade change the next time they check their grade in the Student Tools section of the 
Blackboard course. 

 

9. Click on Online Gradebook in the directory history at the top of the screen to return to the online gradebook option 
page. 
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Handling Question Marks: 

.A question mark in the online gradebook signifies that the student's quiz attempt failed. You can reset the student's quiz 
attempt so they can retake the assessment or you may assign "0" points to the quiz attempt by following the instructions 
below: 

1. In the spreadsheet view of the online gradebook, click on the question mark to view the assessment attempt. 

 

2. If the student was unable to submit the quiz, the following notice regarding incomplete attempts will appear at the top 
of the quiz results. 

 

3. At this time it is the instructor's decision whether to allow the student to retake the assessment. If you decide to allow 

the student to retake the quiz, simply click on the  button at the top of the screen. This will delete the 
students first attempt and allow the student to retake the assessment. 

4. If you decide to not let the student retake the quiz, you must manually enter a score of zero for each question. 
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5. Click Submit at the bottom of the screen to update the student's assessment. 

6. Click OK after the confirmation screen to return to the spreadsheet view of the online gradebook. 

7. If you chose to clear the assessments attempt, a small blue "-" will appear in place of the exclamation point in the 
spreadsheet view of the online gradebook. This signifies that the student has not yet retaken the assessment. 

 

8. If you chose to mark the assessment as a zero, this grade will appear in the spreadsheet view of the online gradebook. 
The student will be able to view this grade change the next time they check their grade in the Student Tools section of the 
Blackboard course. 
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9. Click on Online Gradebook in the directory history at the top of the screen to return to the online gradebook option 
page. 

 

Handling Lock Icons: 

The lock icon in the online gradebook signifies that the student's assessment attempt is in progress. Please note that 
clicking on the lock icon while the student is taking the assessment will disrupt the quiz attempt. However, if a student 
contacts you to report a quiz or network problem, you may reset their quiz attempt to allow them to retake the assessment 
or you may assign "0" points to the quiz attempt by following the instructions below: 

1. In the spreadsheet view of the online gradebook, click on the question mark to view the assessment attempt. 

http://www.rotc.monroe.army.mil/training/ed&futur...d_instr_guide/htm/viewing_an_online_gradebook.htm (21 of 25) [7/21/2004 7:36:21 AM]



Viewing an Online Grade Book in Bb

 

2. If the student was unable to submit the quiz, the following notice regarding incomplete attempts will appear at the top 
of the quiz results. 

 

3. At this time it is the instructor's decision whether to allow the student to retake the assessment. If you decide to allow 

the student to retake the quiz, simply click on the  button at the top of the screen. This will delete the 
students first attempt and allow the student to retake the assessment. 

4. If you decide to not let the student retake the quiz, you must manually enter a score of zero for each question. 
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5. Click Submit at the bottom of the screen to update the student's assessment. 

6. Click OK after the confirmation screen to return to the spreadsheet view of the online gradebook. 

7. If you chose to clear the assessments attempt, a small blue "-" will appear in place of the exclamation point in the 
spreadsheet view of the online gradebook. This signifies that the student has not yet retaken the assessment. 

 

8. If you chose to mark the assessment as a zero, this grade will appear in the spreadsheet view of the online gradebook. 
The student will be able to view this grade change the next time they check their grade in the Student Tools section of the 
Blackboard course. 

http://www.rotc.monroe.army.mil/training/ed&futur...d_instr_guide/htm/viewing_an_online_gradebook.htm (23 of 25) [7/21/2004 7:36:21 AM]



Viewing an Online Grade Book in Bb

 

9. Click on Online Gradebook in the directory history at the top of the screen to return to the online gradebook option 
page. 

 

Exporting the Online Gradebook: 

1. Once in the Online Gradebook option screen, click on Export Gradebook. 

2. To save the file to a PC, right click on Save Exported Gradebook, and select "Save link as... (Netscape) or "Save 
target as..." (Internet Explorer). To save it to a Macintosh, click and hold down the mouse button on "Save Exported 
Gradebook", and select "Save this link as..." (Netscape) or "Save Target as..." (Internet Explorer). Note that for 
Netscape 6 on the Macintosh, the menu will only appear if you hold the control key down while clicking on the link. 
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3. Browse to your Desktop and save the file as gradebook.csv 

4. Launch the application Microsoft Excel. Open the gradebook.csv file by clicking on File and then Open. Browse to 
the desktop. In order to view the gradebook.csv file, you must choose "All Files" in the "Files of Type" pull-down menu 
in the browse window. Select the gradebook.csv file and then click OK. 
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Generating a Statistics Report in Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Generating a Statistics Report: 

1. In the Control Panel, click on Course Statistics under "Assessment". 

2. Choose the type of report to generate in the pull-down menu. 

 

3. Choose the time period for the report in the pull-down menus. 

 

4. Select the users to include in the report in the selection box. You may choose more 
than one user by clicking on the CTRL key while making your selections. 
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5. Choose "Yes" to refresh the dataset, choose the information to include in the report 
and click Submit to generate the report. 

 

6. The course statistics are displayed in graphical format. 
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Exporting a Statistics Report: 

1. Once you have generated a statistics report, you may export the data into a comma 
delimited file (*.csv) that can be read by MS Excel for further evaluation of the data. At 
the top of the graphical report, click on Export Data. 

 

2. Click OK after the warning message. Note that you may need to manually change the 
file extension to .csv 

 

3. Select "Save this file to disk" and then click OK. 
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4. Type "access_statistics.csv" as the file name and then click Save. Be sure to include 
the extension ".csv", otherwise MS Excel will not recognize the file. 

5. Open the file in MS Excel. 
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Downloading Files from Your Digital Dropbox in Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Downloading Files from your Digital Drop Box: 

1. You can use the Digital Drop Box to exchange files with your students. Go to the Control Panel and 
then click on Digital Drop Box under the heading "Course Tools". 

2. The files that students have uploaded to your dropbox are shown within the Digital Drop Box. Note 
that the date and time that the file was uploaded is displayed. This is useful to track late assignments. 

 

In order to organize your student files, we recommend that you create a folder on your computer. This 
folder can then be used to store all student files that were received from the Digital Drop Box 

3. There are two ways to save files from the digital dropbox to your computer. The easiest way is to right-
click or option-click on the link name and then choose Save Target As. 

http://www.rotc.monroe.army.mil/training/ed&futures...htm/downloading_files_from_your_digital_dropbox.htm (1 of 8) [7/21/2004 7:36:39 AM]



Downloading Files from Your Digital Dropbox in Bb

 

4. Browse to the folder that you created in your computer. When you save the file, rename it in a way that 
you will know later who it belongs to. 

 

5. If your want to view the file before saving it, simply click on the file's link. 

 

6. In the above example, the file "Homework #1" is a Microsoft Word document. Since MS Word 
recognized the file, it opened it when the link was clicked. 

7. In order to save the downloaded file to your folder, go to "File->Save As" from within the application 
that opened the file. Browse to the folder that you created. When you save the file, rename it in a way that 
you will know later who it belongs to. 
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The file is now saved to your folder. 

Removing Files from your Digital Drop Box: 

1. To remove a file from your Digital Drop Box, click on Remove next to the filename. 

 

2. Confirm the removal of the file by clicking OK. 

 

3. Click OK after the confirmation message. 
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The file has been removed from your Drop Box. 

Sending Files to Students Using the Digital Drop Box: 

1. To send a file to a student, go into the Control Panel and click on Digital Drop Box under the heading 
"Course Tools". 

2. Click  . 

3. Designate the recipient of the file by selecting their name in the list box. You may choose more than 
one recipient by holding down the CTRL key as you select names. 

 

4. Next, click Browse to select the file to send to the student. 
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5. Click on Submit to send the file to the student's own Digital Drop Box. 

6. The student can now access the sent file by logging into the course and then clicking on Student Tools. 
When the student clicks on Digital Drop Box a link to the file will be shown. 

Storing Files in your Digital Drop Box: 

1. To store a file in your drop box, go into the Control Panel and click on Digital Drop Box under the 
heading "Course Tools". 

2. Click  . 

3. Enter the title & description. Click on the Browse button to select the file to upload. 
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4. Select the file to upload and then click Open. 

 

5. Click Submit to upload the file into your own drop box. 

6. Note the warning message that states that you are only uploading the document into your drop box and 
not sending the file to another user's drop box. Click OK to continue. 
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7. Click OK after the confirmation message. 

 

8. Note that the file is now listed in your own drop box. 
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Creating a Forum in the Discussion Board of Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Creating a Forum in the Discussion Board: 

1. In the Control Panel, click on the Discussion Board link under the heading "Course Tools". 

2. Click on . 

3. Enter the forum title and description. 

 

4. Choose the appropriate forum settings and then click Submit to create the forum. 

 

5. Click on the link to view your forum. 
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Posting Messages in the Discussion Board: 

1. Once in the forum, click on  

2. Enter the subject and message of your thread. If you include html tags in your message, be sure to click the 
option HTML at the bottom of the message. 
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3. You may also attach a file to your message. Click on Browse to locate the file. 

 

4. Click Submit to post the message. 

5. The paperclip image next to the title of the message signals that this message contains an attached file. Click 
on the message title to view the full message. 
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6. This is the full message view. Note that the author's name and email address is displayed as well as the date 
and time posted. In the right hand corner you can see how many times this message has been read. Click on the 
link of the attached file to view it. 

 

7. Click on Reply to post a comment to this message. 

8. Note how the subject line automatically refers to the previous message. Enter the message text and then click 
Submit to post the message to the discussion board. 

http://www.rotc.monroe.army.mil/training/ed&future...e/htm/creating_a_forum_in_the_discussion_board.htm (4 of 9) [7/21/2004 7:36:52 AM]



Creating a Forum in the Discussion Board of Bb

 

9. Note how the threaded messages are displayed. 
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Archiving Forums: 

1. In your Forum, click on the Click Here for Archives link. 

 

2. Click on . 

http://www.rotc.monroe.army.mil/training/ed&future...e/htm/creating_a_forum_in_the_discussion_board.htm (6 of 9) [7/21/2004 7:36:52 AM]



Creating a Forum in the Discussion Board of Bb

3. Enter a title and description for the archive. 

 

4. You can limit the availability of the archive. If you want the students to be able to view the archive, click the 
box next to "Available". 

 

5. Click Submit to create the archive. 

6. The archive is empty when it is initially created. Note how it contains "[No Messages]". Click on Modify to 
move messages from the forum into the archive. 

 

7. To move messages from a forum into an archive, click on the check box next to the main thread and then 
click Submit. All messages within that thread will be moved into the archive. 

 

8. Click on the archive name to view the contents of the archive. 
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9. Note that the messages appear in the archive just as they did in the forum. 

 

Assigning Discussion Board Administrator Roles to Students: 

1. Instructors have the option of assigning students the right to administer individual forums. Once the student 
is given administrative rights to the forum, the student has the same rights as the instructor of that forum. 
However, the student cannot remove the instructor from the forum. 

2. To assign an administrator role to a student, go into the "Control Panel" for you course and click on 
Discussion Board under the heading "Course Tools". 

3. Click on Modify next to the forum name. 

 

4. Scroll down to "Forum User Settings". Highlight the student's name and then click on Admin to give that 
student administrative rights to the forum. 
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5. Click on Submit to save the changes. 

6. Notice that the student is now flagged as having forum administrator privileges. If you ever want to remove 
these privileges, just highlight the student's name and then click Normal. 
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Creating Groups in Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Creating Groups: 

1. Go to the Control Panel for your Blackboard course. 

2. Click on Manage Groups under the heading "User Management". 

3. Click on Add Group. 

4. Enter the group name and description. 

 

5. Select the Group Options. Note that only members assigned to the group will be 
able to access these group functions. 
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6. Click Submit to create the group. 

7. Click OK after the confirmation message. 

 

Adding Users to Groups: 

1. Click on the Modify button next to the group name. 

 

2. Click on Add Users to Group 
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3. Select "User Name" as the "Search By" criteria, enter the student's UserName 
and then click Search. 

 

4. Check the box next to the student's name and then click Submit to add them to 
the group. 

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/creating_groups.htm (3 of 4) [7/21/2004 7:37:08 AM]



Creating Groups in Bb

 

5. Click OK after the confirmation message. 
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Bb Virtual Classroom Overview

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Virtual Classroom: 

1. In the Control Panel, click on the link Virtual Classroom under the heading "Course Tools". 

2. Click on Enter Virtual Classroom. 

3. The Tutornet Classroom Chat will now load in a separate window. 

4. The top window of the chat screen is the whiteboard. You can write pertinent information on the 
whiteboard during the chat for all chat participants to view. 

 

5. You can also use the whiteboard to display a web page. Just type the url of the website in the box next to 
"location" and hit Enter on your keyboard. When you display a web page in the whiteboard, you can draw 
and write comments on the page. 
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6. The bottom window is the instructor's control panel for the chat. Click on the Microphone Tab. 

 

7. This is the "Group Discussion" panel. You use this panel to chat with students in the Virtual Classroom. 

 

8. Click on the Inbox Tab. 
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9. This is the "Incoming Questions" panel. This is where you view the questions that students have asked you 
directly via the virtual classroom. The student's question is located in the middle window and you type your 
response in the left window. After you have finished your response to the question, click on Send to display 
your answer in the "Questions and Answer" sections for all chat participants to view. 

 

10. Click on the Access Control Panel Tab. 

 

11. This is where the instructor controls the student's ability to conduct the four Virtual Classroom activities: 
Question, Chat, Drawing, and Navigating. You'll notice that in the example below, drawing and navigating 
have been restricted to the students that have been granted the floor by the instructor. 

12. Now click on the Filebox Tab. 

 

13. This is the "Participant Information" section. Click on the student's name to view their email and IP 
address. If the student has requested the floor, the grant floor button will be highlighted. Click on the Grant 
Floor button to permit student access to areas that are restricted to the floor, such as drawing and navigating. 
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14. Now click on the Presentation Tab. 

 

15. This is where you organize a series of whiteboard slides to present during the chat. Use the yellow arrows 
to navigate to the next, previous, first and last slide. Use the green button to advance to the slide highlighted 
in the left-hand frame. 

 

Creating Multiple Virtual Classrooms: 

1. You can create multiple virtual classrooms in Blackboard by creating groups of students and then allowing 
those groups to conduct their own chats. To create groups of students, go into the Control Panel and click on 
Manage Groups under the heading "User Management". 

2. Click on  

3. Enter the group name and description. 
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4. Be sure to select "Enable Group Virtual Classroom Function" as one of the group options. Click Submit to 
create the group. 

 

5. Click OK after the confirmation message. 

6. Click on the Modify button next to the group name to add users to the group. 

 

7. Click on the Add Users to Group link. 
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7. Click on the List All tab to view all the students in your course. 

 

8. Please note that this function may take a while to process if you have a large number of students in your 
course (200+). If you have a large number of students enrolled in your course, you may want to add them 
individually using the "Search by Lastname" function. If you do not have a large class roll, click on List All 
to view all the students in your course. 
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9. Select the students to add to the group and then click Submit. 

 

10. Click OK after the confirmation message. 

 

11. To access the individual group chat, return to the course view of your Blackboard course. 
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12. Click on Communication in the left-hand frame and then Group Pages. 

 

13. A listing of all groups within your course will be shown. Click on Group #1 to enter the group. 

 

14. Now click on Group Virtual Classroom to enter the chat for Group #1. 
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